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PREFACE 


This monograph was written by Professors Daniel E. Diamond and Hrach 
Bedrosian, both of New York University’s School of Commerce. It is one of 
a series published by the Manpower Administration of the U.S. Department of 
Labor on research conducted under title I of the Manpower Development and 
Training Act of 1962 and funded by the Department of Labor. It is based on 
the authors’ contract research study, “Industry Hiring Requirements and the 
Employment of Disadvantaged Groups.” Copies of the report may be pur- 
chased from the Clearinghouse for Federal Scientific and Technical Informa- 
tion, Springfield, Va. 22151 (Accession No. PB191278; $3 for paper copy, 65 
cents for microfiche). 

The 1960’s were, for the most part, a decade of prosperity and full employ- 
ment. Many employers reported shortages of workers in certain occupations, 
some of which were at the less skilled or entry level. Yet high unemployment 
and underutilization of manpower persisted among undereducated, low-skilled 
workers, many of them minority group members. 

The need of employers for productive workers and the need of the dis- 
advantaged for jobs led New York University’s School of Commerce under 
Manpower Administration sponsorship to undertake a study of the role which 
employer hiring standards play in this labor market imbalance. Ten major 
entry and near-entry level occupations, where labor shortages were reported, 
were selected for study simultaneously in the New York and St. Louis Standard 
Metropolitan Statistical Areas (SMSA’s). The occupations included five white- 
collar jobs (bank teller; cashier-checker; hotel clerk; salesperson, parts; and 
shipping and receiving clerk); four blue-collar jobs (arc welder, press feeder; 
production-machine operator; and wireworker); and one service occupation 
(orderly). The various occupations were studied in different industries, repre- 
senting 14 industry groups. 

The findings led to the development of a set of hiring standard guidelines 
for each occupation. The findings and the guidelines are presented here in 
the hope that many employers will find them helpful in selecting workers who 
can perform acceptably in jobs for which manpower is scarce. 
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THE NATURE OF HIRING STANDARDS 


During the last two decades there has been a 
tendency for employers to raise hiring standards for 
less skilled jobs. Many have cited the increasing 
complexity of jobs caused by advancing technology. 
Others have taken advantage of the rising educa- 
tional level of American workers. Some have wished 
to raise the tone of their businesses in terms of some 
standard of community acceptability. Still others 
have had the understandable objective of hiring the 
“best qualified” workers possible. In particular, the 
high school diploma has become a symbol of a more 
highly motivated and versatile job applicant than 
the person who did not complete high school. In 
the pursuit of these objectives, significant incon- 
sistencies may have developed between the charac- 
teristics of applicants sought by employers and those 
which are clearly necessary for successful job per- 
formance. 

A number of standardized procedures have been 
developed by employers to assist in the appraisal 
of job applicants. The first step is job analysis and 
job description—to identify the duties and respon- 
sibilities of the job. This information provides a 
rational basis for the establishment of hiring stand- 
ards which state the minimum and preferred per- 
sonal and background characteristics needed to learn 
and perform the job satisfactorily. Applicant data 
are derived from a number of sources. Among the 


more traditional ones are the application blank; the 
personal interview; reference checks; and, to a lesser 
extent, psychological tests. The information secured 
is then evaluated against the hiring standards, and 
a decision is made to hire or not to hire the ap- 
plicant. 

This study found, however, that the vast majority 
of firms did not possess job descriptions for key 
occupations at low skill levels. Consequently, the 
setting of hiring standards was a very informal 
process, with the requirements and preferences 
being no more than one or two individuals’ notions 
of the kinds of employees needed. Moreover, since 
hiring standards were subjectively determined, they 
could be raised with little or no reference to the 
job’s duties. 

The standards were the more subjective because 
they were rarely written. One of the study’s most 
persistent findings was the absence of written hiring 
standards in virtually all the occupational groups 
studied. As a result, each employment interviewer 
and/or supervisor may have tended to establish his 
own hiring standards with little reference to those 
communicated informally to him by the company. 
Thus, the hiring process became highly personalized, 
involving the individual judgments of one or more 
personnel specialists who may or may not have been 
relating an applicant’s credentials to the job’s tasks. 
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EVALUATING THE APPROPRIATENESS 
OF HIRING STANDARDS 


The relationship between employer hiring stand- 
ards—which encompass both minimum _ require- 
ments and preferences—and job performance needs 
was tested in two ways. First, the variations in 
company hiring standards within and between the 
New York and the St. Louis SMSA’s were observed. 
Second, the major personal characteristics of em- 
ployees (age, sex, education, and previous work 
experience) were related to measures of job per- 
formance (earnings and supervisory ratings). The 
analysis indicated little or no relationship between 
hiring standards and job performance needs for all 
occupational groups in a significant percentage of 
the companies studied. Moreover, the existence of 
considerable variability in minimum requirements 
and preferences among employees for the same oc- 
cupation demonstrated that even the most objectively 
determined hiring standards may be influenced by 
subjective considerations. 


Variability in Hiring Standards 
for the Same Job 


The study revealed significant variation in the 
minimum hiring standards and preferences for the 
same job, both within a geographical area and be- 
tween areas. Factors on which variation was found 
included age, sex, education, previous work expe- 
rience, appearance, and company policy on hiring 
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applicants with police records or workers who could 
not properly complete the application form. The 
appendix illustrates this variability for the 10 occu- 
pations studied in the New York and St. Louis 
SMSA’s. The appendix also provides a suggested 
set of guidelines for hiring standards for each occu- 
pation. 


Age. Despite Federal and State laws prohibiting 
the use of age as a hiring criterion, employers freely 
expressed age preferences. In virtually all of the 
20 categories (10 occupations studied in New York 
and in St. Louis), a majority of the establishments 
expressed a preference for the 22- to 45-year-old 
age group. However, sizable industry minorities, 
and in the case of the New York wireworkers a 
majority, perceived no difference between age groups 
or preferred younger or older workers. Generally, 
they observed that age per se was not an important 
determinant of job performance and that applicants 
should be considered on the basis of other criteria, 
such as aptitude and interest. For example, in five 
occupations (hotel clerk, shipping and receiving 
clerk, arc welder, press feeder, and production- 
machine operator), from one-fifth to more than two- 
fifths of the companies in New York had no age 
preference. 

In general, the St. Louis companies were more 
definitive in their age preferences. in the case of the 
wireworker, for example, whereas over two-thirds 
of the New York establishments had no preference, 


three-fourths of the St. Louis companies preferred 
workers in the 22- to 45-year-old age group. 


Sex. Again, despite legislative prohibitions, em- 
ployers freely stated their sex preferences. In six of 
the 10 occupations a majority of the employers in 
both SMSA’s expressed a preference for male work- 
ers. In the other four, sex preferences varied con- 
siderably within and between SMSA’s. In the New 
York bank teller occupation, for example, roughly 
half of the establishments in the industry had no 
preference, about a third preferred men, and the 
balance women. In the case of wireworkers, ap- 
proximately three-quarters of the New York plants 
preferred women, whereas the St. Louis establish- 
ments were roughly split among firms preferring 
women, preferring men, and having no preference. 


Education. With the exception of some occupa- 
tions in the New York SMSA, the industries were 
quite specific in their educational requirements and 
preferences. Both within and between SMSA’s, em- 
ployers’ opinions varied considerably on the educa- 
tion required for successful job performance in the 
same occupation. For example, approximately two- 
fifths of the New York hotels specified no minimum 
educational level for hotel clerks, roughly one- 
quarter required a high school diploma, and one- 
fifth specified some high school; the balance ac- 
cepted an eighth-grade education or were uncertain 
as to what the appropriate level should be. In con- 
trast, in St. Louis about half required a high school 
diploma and approximately three-tenths some high 
school; the balance wanted an eighth-grade educa- 
tion, accepted less, or were uncertain. 

Similar variability was expressed in employers’ 
preferences. The New York hotel industry was 
roughly divided among “uncertain,” some college, 
and lower educational requirements. And in St. 
Louis, approximately two-fifths of the companies 
preferred some college; one-fourth were uncertain; 
and the balance opted for an academic high school 
diploma, some high school, or a college degree. 
Furthermore, New York and St. Louis hotels dif- 
fered significantly on the importance of education 
in their hiring decisions: Approximately three-fifths 
of the New York hotels considered it unimportant, 
but less than half as many in St. Louis shared this 
view. 


Some contradictions in the data are noteworthy. 


Roughly three-fifths of the New York hotels indi- 
cated that education was unimportant in their hiring 
decision, but about three-fifths specified some re- 
quirement. Thus, about one-fifth of the employers 
believed education to be unimportant yet still spec- 
ified an educational minimum. A similar incon- 
sistency existed in St. Louis. 


The shipping and receiving clerk occupation pro- 
vides another illustration. The minimum acceptable 
education in New York was some high school in 
about two-fifths of the establishments; approximately 
a third had no education minimum; and the balance 
were uncertain or had other requirements. On the 
other hand, in St. Louis about one-half of the estab- 
lishments required a high school diploma, approxi- 
mately a third some high school, and the balance 
an eighth-grade education or less. 


Similar variability existed in employers’ prefer- 
ences and in the importance of education in the 
hiring decision. The industry segments which in- 
sisted on higher education levels stressed the link 
between education and the worker’s ability to com- 
municate and comprehend instructions and his pro- 
motion potential. Those who designated lower levels 
of education believed that other factors, such as 
attitude, aptitude, experience, and enjoyment of 
work, were more important ingredients of job 
success. 


Work Experience. Previous work experience was 
almost universally desired. However, in occupations 
where the training periods for experienced and in- 
experienced workers differed by only a few weeks, 
there was some disagreement as to whether experi- 
ence in the particular occupation was necessary or 
even preferable. In the occupations of cashier-checker 
in New York and wireworker in St. Louis, for exam- 
ple, a majority of the establishments preferred inex- 
perienced workers. Sizable minorities of New York 
employers also preferred inexperienced applicants for 
the hotel clerk, shipping and receiving clerk, wire- 
worker, and orderly occupations. These industry 
segments noted that inexperienced workers adjust 
quickly to the job, and, moreover, they preferred 
to train their own employees. 


New York employers were more inclined than 
those in St. Louis to prefer inexperienced workers. 
For example, in the cashier-checker occupation, 
workers without previous work experience were pre- 


ferred by almost two-thirds of the New York firms 
but by less than one-fifth of those in St. Louis. 


Appearance. The appearance of white-collar 
workers was almost universally regarded as a key 
factor in hiring. In the blue-collar occupations, 
however, opinions on the significance of appearance 
varied both within and between areas. To illustrate, 
in the wireworker occupation, the New York firms 
were split evenly on the importance of appearance. 
In contrast, more than four-fifths of the St. Louis 
employers believed it to be important. St. Louis 
companies also placed more emphasis on appear- 
ance in hiring arc welders, press feeders, and produc- 
tion-machine operators. 


The study also revealed that in all occupational 
groups, including white-collar and service jobs, the 
question of what constituted appropriate appear- 
ance was debatable. At a time when hair styles and 
clothing preferences have been changing rapidly, 
there is bound to be a considerable gap between or- 
ganizational norms and many people’s preferences. 
Consequently, applicants may have been barred 
from employment solely on the basis of appearance, 
for a worker who fails the appearance test has little 
opportunity to indicate his credentials or ability to 
perform the job. 


Arrest Record. Policies on hiring workers with 
police records also varied greatly. For example, in 
the shipping and receiving clerk occupation, both 
in St. Louis and New York, employers were roughly 
split on hiring applicants with police records. And 
in the orderly occupation, less than one-tenth of the 
New York hospitals, versus roughly one-third of 
those in St. Louis, refused to hire workers with 
police records. Nearly all of the employers who 
considered workers with police records evaluated 
the particular offense in relation to the job’s tasks 
and responsibilities. It should be noted that a ban 
on the hiring of these workers falls most heavily on 
the disadvantaged. 


Application Form. In most occupational groups, 
especially in New York, a substantial proportion of 
the industry would not hire applicants who could 
not properly complete the application form. How- 
ever, there were some differences of opinion, both 
within and between SMSA’s. For example, for the 
New York orderly, about three-fifths of the hos- 


pitals would not hire such applicants, whereas about 
two-fifths would consider them. In the case of the 
wireworker, roughly four-fifths of the New York 
firms would not hire these applicants, while nearly 
three-fifths of the St. Louis establishments would 
process them. Similar differences in viewpoint be- 
tween the areas were evident for arc welders and 
production-machine operators. 

For occupations in which the ability to read and 
write English is essential to job success, requiring 
proper completion of the application blank may be 
justifiable. Nevertheless, in most of these occupa- 
tions, significant industry segments have continued 
to process and subsequently hire workers who do 
not meet this requirement. These employers ap- 
pear to have discovered that requiring a worker to 
complete the application form may not be an ap- 
propriate means for determining whether he has 
the level of literacy required in a particular job. 
Moreover, employers who do not consider the ability 
to read and write critical to job success should not 
attach undue importance to an individual’s ability 
to complete the application blank properly. But, 
apparently this was the case in the press feeder 
occupation in New York. Here, only about one-half 
of the industry members believed reading and writ- 
ing English to be important for job success; yet some 
three-fourths refused to hire workers who could 
not properly fill out the application form. 


Hiring Standards and 


Job Performance 


The characteristics and qualifications of employees 
which employers required or preferred showed little 
relationship to job performance. The one exception 
was previous work experience. 


Age. In only three of the 20 categories (10 occu- 
pations considered separately in the two SMSA’s) 
was there any consistent relationship between age 
and job performance. This inconsistency existed 
despite a wide age range among the employees in 
each of the occupations. Even in the three occu- 
pational groups where a significant relationship oc- 
curred, the links between age and job performance 


varied. For example, in the St. Louis salesperson, 
parts, occupation, even though one-half the firms 
preferred employees in the 22-to-30 age bracket, 
older workers received higher earnings and super- 
visory ratings. In contrast, younger St. Louis cashier- 
checkers and hotel clerks achieved higher earnings 
and supervisory ratings. In the former occupation 
group, approximately two-thirds of the companies 
preferred 30- to 45-year-old workers; in the latter 
occupation, about two-fifths of the hotels preferred 
workers 22 to 30 years old, some one-third the 
30-to-45 age group, and one-fifth the 46-to-64 age 
category. Hence, most of the age preferences ex- 
pressed by employers related only slightly, if at all, 
to the worker’s ability to perform the iob. 


Sex. Analysis of employer sex preferences had to 
be limited to those occupation groups in which both 
male and female workers were employed in the same 
establishments. Here, the testing of employer pref- 
erences in relation to job performance yielded mixed 
results. 

For New York and St. Louis bank tellers, men 
earned higher average incomes but received lower 
supervisory ratings, in a majority of the establish- 
ments which employed members of both sexes. The 
higher earnings of men are probably due, in part, 
to discriminatory pay practices. For New York 
hotel clerks, men and women earned about the same 
incomes, but men received significantly higher super- 
visory ratings. In contrast, in St. Louis male hotel 
clerks earned higher incomes but received lower 
supervisory ratings. And male and female wire- 
workers in both New York and St. Louis received 
about the same incomes and supervisory ratings. 


These findings suggest that employers should care- 
fully reevaluate their sex preferences. 


Education. The link between years of education 
and job performance was evident in only three of the 
20 categories—New York and St. Louis wirework- 
ers and St. Louis cashier-checkers. In the other 17 
groups, little or no difference in job performance 
could be attributed to differences in education. This 
lack of relationship existed despite the wide range 
of educational achievement possessed by workers 
in each of the occupation groups. These findings 
refute the thesis of many employers that the more 
education an applicant possesses, the better worker 
he is likely to be. Companies should consider lower- 
ing their minimum educational requirements and, 
at the same time, hiring applicants who fall closer 
to their minimum standards than to their preferred 
level. 


Work Experience. When previous work experi- 
ence in the occupations under study or in other jobs 
was related to job performance, consistent relation- 
ships were found in 10 instances. In seven (New 
York bank teller, arc welder, press feeder, and 
production-machine operator and St. Louis cashier- 
checker, arc welder, and wireworker), the link was 
between months of experience in the occupation 
under study and job performance; in three (New 
York arc welder and press feeder and St. Louis 
wireworker), a relationship was found between 
months of experience in other jobs and job per- 
formance. Because employees in all 20 groups 
varied greatly in their previous work experience, it 
appears that experience is a critical factor in job 
performance only in certain occupations. 


HIRING STANDARDS AND PROFITS 


Overstated hiring standards in terms of job per- 
formance needs impose two unnecessary costs on 
employers, thereby reducing profit potential. First, 
overqualified workers are screened in, which con- 
tributes to costly turnover. Second, qualified work- 
ers are screened out, increasing recruitment and 
related costs. Inappropriate hiring standards and 
preferences appeared to be an important cause of 
costly turnover in a major segment of virtually all 
of the 20 groups. While turnover resulted from 
many causes, material differences between industry 
hiring standards and job requirements were associ- 
ated with high turnover. For example, turnover in 
a recent 2-year period averaged 40 percent among 
New York bank tellers and St. Louis orderlies, 
whose job performance showed little if any rela- 
tionship to employer hiring standards. 

Employers believed workers left their jobs prin- 
cipally to secure better positions. Indeed, the over- 
qualified worker is more able to find alternative 
employment. He is also more likely to seek it if 
he is dissatisfied with his promotion possibilities. 
The study found that in 14 of the 20 groups, a ma- 
jority, or close to a majority, of the companies re- 
garded new hires as a key source of employees for 
later promotion. Yet, in most jobs, promotion possi- 
bilities were quite slim, with workers having less 
than | chance in 10 of being promoted in a 2-year 


period. In the two occupations cited above (New 
York bank teller and St. Louis orderly), promotion 
possibilities were 17 percent and 6 percent, re- 
spectively. To further illustrate this point, approxi- 
mately two-thirds of the firms in both areas viewed 
the wireworkers they employed as a key source of 
workers for higher level jobs, but actual promotion 
possibilities were less than 10 percent in New York 
and virtually nonexistent in St. Louis. 

Unrealistic hiring minimums and preferences also 
appeared to have contributed to the labor shortages 
which were reported in virtually all the occupation 
groups studied. Given an existing supply of avail- 
able labor, an employer, by his hiring standards, 
determines the segment of the labor pool from which 
he may draw his workers. If his hiring standards 
are overstated with respect to job performance 
needs, then he is unnecessarily restricting the num- 
ber of prospective workers available to him. This 
self-imposed labor shortage can be costly in terms 
of unnecessary recruitment activity, overtime pay, 
inability to service customers properly, and all the 
other inefficiencies that result from an understaffed 
organization. It is also possible that employers are 
paying a higher wage bill than is necessitated by 
job performance needs. Thus, while a company 
with overstated hiring standards may operate more 
or less satisfactorily, its profit potential is reduced. 
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SIT aN iN 


RECOMMENDATIONS TO EMPLOYERS 


This study’s findings suggest that employers would 
find it profitable to reassess their hiring minimums 
and preferences for entry and near-entry level jobs. 
Considerable variation in hiring standards for the 
same job and the lack of relationships between hiring 
standards, such as age, sex, education, and even 
experience in some cases, and job performance in- 
dicate that employers should seek other means for 
predicting job success. Such a tool might be the 
evaluation of certain worker traits (aptitude, interest, 
and temperament, for example). If a worker has 
the minimal communication skills required and the 
physical capacity to perform the job, these traits 
may determine whether he will succeed or fail. In- 
deed, an overwhelming majority of companies in 
all the occupational groups indicated that enjoy- 
ment of the job is one of the primary reasons for 
job success. 

Not only should employers pay more attention 
to worker traits, they should also do so in a more 
objective manner. When employers assessed worker 
traits, they almost universally made subjective use 
of information obtained from the personal interview 
and the application blank. Wherever possible, these 
judgmental sources should be supplemented by more 
objective ones which can simply and inexpensively 
assess a worker’s suitability for the job. The wire- 


worker occupation provides an excellent example, 
since the worker’s finger dexterity can readily be tested 
by a needle and thread test or some other equally sim- 
ple device. Appropriate work samples should also be 
developed and utilized in other occupations. Of 
course, the most satisfactory test of all is the pro- 
bationary or trial period. 

Another, if not the most fundamental, step in 
reassessing hiring standards should be the develop- 
ment of a written statement of hiring minimums 
and preferences for major occupations at or near 
the entry level. These statements should be based 
on a careful analysis of job performance. Appro- 
priate measures will depend on the nature of the job 
and the data available to the company. Once written 
hiring standards have been established, they should 
be evaluated periodically against job performance 
to validate a company’s employment practices. The 
cost of establishing such an evaluation system will 
almost invariably be more than offset by the savings 
which flow from more realistic hiring standards. 
Moreover, a company will find that its employment 
interviewers are more effectively and consistently 
executing its employment policies. Finally, it can 
expect referrals from public and private employment 
agencies to adhere more closely to its hiring stand- 
ards. 
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APPENDIX 


VARIATIONS IN HIRING STANDARDS AND SUGGESTED 
HIRING STANDARD GUIDELINES 


This appendix presents, in tabular form, the hir- 
ing standards for each of the 10 occupations in both 
areas studied. Thus, the listings contain a digest of 
the standards and preferences of employers at the 
time of the study. The statistical limitations of these 
data are described in the Note on Reliability of the 
Estimates. 

Following the list of hiring standards for each 
occupation is a set of hiring standard guidelines for 
the occupation. The guidelines are a set of criteria 
derived from the collected information concerning 
sex, age, education, and work experience. These 
characteristics were selected because their relation- 
ship to the data on job performance could be 
tested. Moreover, they are the most critical ele- 
ments in the employer’s hiring decision. 

The information on employers’ stated preferences 
and the characteristics of workers employed in the 
occupation were compared with analyses of the job 
performance data. It should be pointed out that 


Note on Reliability 


The data reported here are based on scientifically 
selected samples of both large and small companies 
in major industries in the New York and St. Louis 
Standard Metropolitan Statistical Areas. The study 
involved not just one sample, but rather 20 samples 
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there was significant variability among employers 
on all these criteria within each area and in some 
cases between the two areas. Where performance 
data supported the most frequently reported em- 
ployer practice, that practice became the guideline. 
Where the data on job performance did not sup- 
port that practice, the employee characteristic as- 
sociated with superior performance was used. In 
both cases, where the results for the two areas 
differed, a range is shown as the guideline. The 
guidelines are thus a general set of rules which 
would, in most cases, yield a worker who would 
perform the job effectively, assuming he or she 
possesses the requisite worker traits. 


A cautionary note: The guidelines on sex and 
age for some of the occupations cannot be applied 
arbitrarily to bring about results which would con- 
flict with State and Federal laws prohibiting dis- 
crimination based on age or sex. 


of the Estimates 


of establishments—one for each of the 10 occupa- 
tions surveyed in each of the two SMSA’s. 

In each establishment included in the samples, data 
were secured from personnel directors, employment 
supervisors, and interviewers, as well as from the rec- 


ords of workers in the occupation being studied. For 
each occupation, the sample included all of the large 
firms in the chosen industry groups and a random sam- 
ple of the remaining firms. When the data for the 
smaller firms were combined with those for the 
large firms to represent all firms in the selected in- 
dustry groups, the data for small firms were weighted 
inversely to the sampling fraction by which they 
were chosen. For example, if 20 out of 50 firms 
were chosen, those selected were assigned weights 
5) Ee 


Since the estimates presented here are based on 
samples, they may differ from the figures that would 
have been obtained in a canvass of all the firms in 
the specified industry groups. The standard error is 
a measure of the variations that might occur by 
chance because only a sample of the population is 
surveyed. The chances are about 95 out of 100 
that an estimate based on the sample would differ 
from a complete canvass by less than twice the 
standard error. The following tabulation, which 
shows the range encompassed by two standard errors 
in the various samples, thus gives a rough indica- 
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tion of the margin of error in the percentages pre- 
sented in this appendix. 


Range of two standard errors 
(in percentage points) for— 


Arc welder and All other occu- 


Estimated cashier-checker pations in both 
percentage in both New York New York and 
and St, Louis St. Louis! 
0 to 14 or 86 to 100 .... G == 6) 
15 ton29 Fore 1. tO). o> see ae 7 a= KY) 
SLO Fo; WAU Be renee sas ae its ae 5 


1With the exception of salesperson, parts, in the New York 
area, for which percentages are not presented, because data 
could be obtained from only 13 establishments. 


To illustrate: Take the estimate for bank tellers 
that 86 percent of the New York employers would 
hire inexperienced workers in this occupation. Ref- 
erence to the preceding tabulation shows that the 
range of two standard errors for this estimate is 
+ 5 percentage points. Thus, the chances are 95 
out of 100 that the “true” percentage, based on a 
complete canvass of such employers, would fall 
somewhere between 81 percent and 91 percent. 


_ _ 
—_ a . - - 
: 7 : pe Le 
_ - 
an —_. : 7 7 
_ 
i 
t 
p ' gz } 
is iy j 
‘ ne j ¢ é 
7 
e Ls f al ils 7 a j ‘a? 
os a 7 | - — 7 
io” ! ay f yal 33 ? . i a ded was eyqrit as 7 
_ 7 i. a eitat “thi As. § be vi i oe oe nai ae b PT yest 
- ad + : ae _ ~ wud +) fultae ! ah en — 
‘ 12 


: 7 a a = - ds 


Are Welder 


Hiring Standards 


New York 
Hire inexperienced Saree acct cee aa ee ee ween tis ea 85% No 
Prefer previous work experience?............+eeeeeeeeeee 98% Yes 
How important are references?............0cc cece eee eeee 17% Important 
How long to train experienced worker?..............-005- 2.0 weeks 
How long to train inexperienced worker?................- 66 weeks 
Reasons: to, reject: tacerase cornices oeete ene renee tet teeters Inexperienced 
Unstable employment 
record 


Lack of interest in job 


Tests. for screening te wna. ote ee te oe 90% No 
Hiring decision based on ability to perform this job or higher 
JOD Gaerne eae ce aie came cee eee ee mene ee eterar 100% This job 
Men Versus. WOMEN ¢ 62.5.0 an aiele cust vintners wis cearerery ate as 95% Men 
5% No difference 
Age sroup preferred 20) asus cetic nae ot eee ie elects 60% 30 to 45 
32% No difference 
5% 46 to 64 
3% 22 to 30 
Policy on hiring persons Under 2 leer tretaer: 51% Favorable 
Marital status preferred: 20.2... scree ee eee 74% Married 
26% No difference 
Minimum level of education required..................45- 82% None 
8% Some high school 
5% High school 
5% Eighth grade 
Equally qualified in all respects except education, prefer.... 53% Vocational high 
school 


37% Uncertain 
10% Read and write 


How important is educations 2. seer oe ae ee ee ae 89% Unimportant 
How important is ability to read and write English?....... 84% Important 


If worker is unable to complete application form, how does 
this-affect.decision-to'hires eee eee eee 70% Not hire 
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St. Louis 
40% No 
100% Yes 
100% Important 
2.4 weeks 
22 weeks 


Poor employment record 
Lack of interest in job 


90% No 


95% This job 
100% Men 


60% 30 to 45 
25% 22 to 30 
10% 46 to 64 
5% 19 to 21 


10% Favorable 
100% Married 


70% Eighth grade 
30% Less than eighth grade 


55% Vocational high 
school 

20% Some high school 

10% Less than eighth grade 

10% Read and write 

5% Other 


76% Unimportant 
90% Important 


15% Not hire 


Attempt made to determine worker’s aptitude?............ 71% Yes 
Attempt made to determine worker's interest and/or tem- 
peramentamns slaceiee. ee ee WU oc. va wore 52% Yes 
Attempt made to determine worker’s personality?.......... 100% No 
How important is appearance’ 2. .c4 40644005 scccecnce. 95% Unimportant 
Attempt made to determine worker’s physical capacity?..... 52%, Yes 
Hire workers with police records’... 7.8 9. 905s... sss esuu. 52% Yes 


Does worker’s record of family stability affect decision to 
Hine Pee Me ee nn ye ain ool os ov ks Stele great 100% No 


Hiring Standard Guidelines 


Sex: Male.? 

Age: 22 to 64. 

Education: Minimum level—eighth grade. 
Experience in other jobs: Not essential. 


Experience as arc welder: Desirable. 


1 State and/or Federal law prohibits discrimination in employment based on sex. 


Li, 


St. Louis 


100% Yes 


100% Yes 

5% No 

19% Unimportant 
100% Yes 

716% Yes 


5% No 


85% No 


Bank Teller 


Hiring Standards 


Hine inexperienced a5: veh. ute aan ia ee ante seach id oe 


Prefer previous work experience?................eeeeeees 


How long to train inexperienced worker? ..............05 


ReasOnsito reject ere enna eee eee ier erieieeeas: 


Hiring decision based on ability to perform this job or 
highenjob Paani ste eo nee Pk nette Me ee 


MenEVErSUS=WOLIELL cn eenteteiis ciontrsin riot eecra ier rte ieiatcrele ee enaie 


A GesSTOUPIDIelerred cs strech ei oer eine ie 


Joly Oia lini joo WieGls? Vl. nsgosssauloaucacuvaGence 


Manitalsstatussprelenied enema rien tier titan rrr eatin renee 


Minimum leveliofeducation required assassins serene 


Equally qualified in all respects except education, prefer.... 


New York 
86% Yes 
90% Yes 
75% Important 
2.8 weeks 
7.2 weeks 


Appearance 
Poor job potential 


11% No 


74% This job 


59% No difference 
31% Men 
10% Women 


33% 30 to 45 

30% 22 to 30 

18% 19 to 21 

15% No difference 
5% 46 to 64 


70% Favorable 


76% No difference 
24% Married 


52% High school 

24% Some high school 
20% None 

4% Eighth grade 


63% Academic high school 
10% College degree 

10% Vocational high school 
10% Other 

5% Read and write 

2% Some high school 


78% Important 
95% Important 


2 Breakdown for New York does not add to 100 percent because of rounding. 
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St. Louis 
83% Yes 
88% Yes 
100% Important 
2.4 weeks 
11 weeks 


Previous work history 
Criminal record 
Appearance 


52% No 


66% This job 


60% No difference 
30% Women 
10% Men 


64% 30 to 45 
30% 22 to 30 
6% 19 to 21 


10% Favorable 


51% No difference 
49% Married 


64% High school 
34% Some high school 
2% Eighth grade 


76% Academic high school 
16% Some high school 
8% Some college 


100% Important 
100% Important 


New York 


If worker is unable to complete application form, how does 


MS AECE CECISION. 10.NITOl se... csv... bhica een eee ee. 86% Not hire 
Attempt made to determine worker’s aptitude?............ 100% Yes 
Attempt made to determine worker’s interest and/or tem- 

Geran Ger Me ot eee bones sateen es ek ek 100% Yes 
Attempt made to determine worker’s personality?.......... 100% Yes 
HOW Tportant is appearance! 6.4 :..500+s8te. meee ces 100% Important 
Attempt made to determine worker’s physical capacity?..... 95% Yes 
Huitewvorkersswitiy police records?.........iGS0eete eee. ns 72% No 
Does worker’s record of stability of employment affect 

Siete NCCC PNG <a ees ot ae ne ee I a) 2 Pe 100% Yes 
Does worker’s record of family stability affect decision to 

| AD ATSTe haope hn AACR gE el yee ee RN il 86% No 


Hiring Standard Guidelines 


Sex: Female.’ 

Age: No preference. 

Education: Minimum level—some high school. 
Experience in other jobs: Not essential. 


Experience as bank teller: Not essential. 


8 State and/or Federal law prohibits discrimination in employment based on sex. 
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St. Louis 


88% Not hire 
100% Yes 


100% Yes 

100% Yes 

100% Important 
100% Yes 

98% No 


98% Yes 


20% No 


Cashier-Checker 


Hiring Standards 


Prefer previous work experience? ............0db esse sees 


How important aremeterences? oc « a. sa.cacsuadacemebte an 


How long to train inexperienced worker?................. 


ReasOnsstO: Tejectcmmen aucun cords: ean ie tie east eet eee 


Hiring decision based on ability to perform this job or 
higher job? cc..seeee cneee ei ed eee ee ee ee ae 


IMenEVETSUS: WOMEN saucren cake cra ee ere icine esa ea cee 


ROCYZONPHITIN eS speTSONS Rn Cele? lene ease ne 


Maritalistatus; preterred sera. sae oe aoe eae 


Minimunmtevelioteducationirequired serene 


Equally qualified in all respects except education, prefer... . 


How important is ability to read and write English?....... 


If worker is unable to complete application form, how does 


New York 
100% Yes 
58% No 
66% Important 
1.0 weeks 
2.2 weeks 


Appearance 
Poor work history 
Tests 


80% Yes 


78% This job 


83% Women 
8% No difference 
9% Men 


44% 30 to 45 
38% 22 to 30 
13% No difference 
5% 19 to 21 


78% Unfavorable 


56% No difference 
44% Married 


36% Some high school 


25% None 

22% Eighth grade 
9% Uncertain 
8% High school 


44% Academic high school 


32% Uncertain 
14% Some college or 
college degree 


10% Some high school 


45% Important 
69% Important 


61% Not hire 


St. Louis 
95% Yes 
14% No 
79% Important 
1.2 weeks 
7.0 weeks 


Appearance 
Age 
Poor work history 


47% Yes 


86% This job 


95% Women 
5% No difference 


67% 30 to 45 
28% 22 to 30 
5% 19 to 21 


51% Prohibited 
43% Unfavorable 


76% Married 
19% No difference 
5% Single 


60% Some high school 


25% High school 
10% Uncertain 
5% Eighth grade 


37% Academic high school 


21% College degree 
21% Some college 


16% Some high school 
5% Vocational high school 


76% Important 
76% Important 


95% Not hire 


Attempt made to determine worker’s aptitude?............ 60% No 
Attempt made to determine worker’s interest and/or tem- 

Det anenih (ean mente nEN SE aa rae ee oe 55% No 
Attempt made to determine worker’s personality?.......... 56% Yes 
How important is appearance?...............cccccceeeee 83% Important 
Attempt made to determine worker’s physical capacity? .... 83% Yes 
Hire workers with police records?............0.000-c000-. 67% Yes 


Hiring Standard Guidelines 


Sex: Female. 

Age: No preference. 

Education: Minimum—eighth grade to some high school. 
Experience in other jobs: Not essential. 


Experience as cashier-checker: Not essential. 


“State and/or Federal law prohibits discrimination in employment based on sex. 
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St. Louis 


55% No 


10% No 

100% Yes 

100% Important 
84% Yes 

55% Yes 


95% Yes 


67% No 


Hotel Clerk 


Hiring Standards 


Prefer previous work experience?..............eecee eee 


How important are references? 2. -.4-2% 550. oars. 


How long to train inexperienced worker?..............-- 


Reasons to reject...... SPC ERC Oe CREDO ONCR USED uO ePID were 


Hiring decision based on ability to perform this job ‘or 
higher jObS oyu aias ye «tenets ponte vera S eele cron nen ae 


Mencversus’ WOmene ee er i eee ee er ee ete 


Policyzon hiring persons unde te. leraen erat tere ene nee 


Maritalistatus: prelerred aeey eee rie rier eter er acerre nen eee 


Minimumeuleveotmeducation req Uine dase reset sit nerra rt: 


Equally qualified in all respects except education, prefer... . 


New York 
64% Yes 


73% Yes 
79% Important 
2.0 weeks 
5.2 weeks 


Poor work history 
Poor personality 
Poor appearance 


100% No 


99% This job 


59% Men 
37% No difference 
4% Women 


36% 30 to 45 
28% 22 to 30 
21% No difference 
10% 46 to 64 

5% 65 and over 


80% Unfavorable 


54% No difference 
41% Married 
5% Single 


42% None 

27% High school 

21% Some high school 
5% Uncertain 

5% Eighth grade 


37% Uncertain 

31% Some college 

20% Academic high school 
12% Read and write 


58% Unimportant 
100% Important 


83% Not hire 


St. Louis 
87% Yes 


96% Yes 
69% Important 
1.9 weeks 
4.2 weeks 


Poor appearance 
Poor work history 
Poor personality 


94% No 


79% This job 


44% Women 
33% No difference 
23% Men 


42% 22 to 30 
34% 30 to 45 
20% 46 to 64 
4% No difference 


100% Unfavorable 


50% No difference 
26% Married 
24% Single 


53% High school 

29% Some high school 
10% Less than eighth grade 
4% Uncertain 

4% Eighth grade 


44% Some college 

25% Uncertain 

18% Academic high school 
7% College degree 

6% Some high school 


28% Unimportant 
100% Important 


100% Not hire 


New York 


Attempt made to determine worker’s aptitude?............ 39% Yes 
Attempt made to determine worker’s interest and/or tem- 

PeCARUCH NE cree een Stretton ca seks vg Reh ade te, 100% Yes 
Attempt made to determine worker’s personality?....5. 00. 100% Yes 
Hownmportantus appearance? «a. cc nega cas onceceteecccx 96% Important 
Attempt made to determine worker’s physical capacity?..... 50% Yes 
Hire workers with police records?..............ccececeeee 63% Yes 
Does worker’s record of stability of employment affect 

Se CiSION A Ont Cee oe A ead 73% Yes 
Does worker’s record of family stability affect decision to 

Nifel ee eee ee fee ie 83% No 


Hiring Standard Guidelines 


Sex: No preference. 

Age: No preference. 

Education: Minimum—some high school. 
Experience in other jobs: Not essential. 


Experience as hotel clerk: Not essential. 


23 


St. Louis 


46% Yes 


100% Yes 

96% Yes 

96% Important 
75% Yes 

39% Yes 


85% Yes 


83% No 


Orderly 


Hiring Standards 


Prefer previous work experience?...........-... eee eee eee 
How important are references?..........00c0cccceeeecees 
How long to train experienced worker?............0.0000- 
How long to train inexperienced worker?...............-- 


REASONS tOlLrejeCtnmen eee terest ietere ces ear torus cist eter): 


Hiring decision based on ability to perform this job or 
HiGhePyjow Ge eee es ee, ees NP eck Oe we utate as 


MeniVersusiwOmenawr tat Cree rome into ore 


ROlicyaonuhining@persOnswunden alae ener Ero 


Marnitalistatus prelenteds wvrerc er mie ake seen were corse 


Minunumulevellot education nee nee eine cena 


Equally qualified in all respects except education, prefer... . 


How important is ability to read and write English?....... 


If worker is unable to complete application form, how does 


New York 
90% Yes 
61% Yes 
79% Important 
2.4 weeks 
5.4 weeks 


Poor employment record 
Criminal record 
Fail physical exam 


15% No 


85% This job 
100% Men 


45% 30 to 45 

33% 22 to 30 

17% No difference 
5% 19 to 21 


85% Unfavorable 


65% No difference 
25% Married 
10% Single 


30% Some high school 
25% Eighth grade 

24% Less than eighth grade 
16% None 

5% High school 


36% Academic high school 
29% Uncertain 

15% Less than eighth grade 
15% Some high school 

5% Vocational high school 


75% Important 
71% Important 


59% Not hire 


St. Louis 
100% Yes 
90% Yes 
67% Important 
3.6 weeks 
15 weeks 


Poor appearance 
Poor attitude 
Criminal record 


88% No 


97% This job 
100% Men 


39% 30 to 45 
36% 22 to 30 
9% 19 to 21 

7% 46 to 64 

5% Under 18 
4% No difference 


66% Unfavorable 


76% No difference 
19% Married 
5% Single 


38% Eighth grade 

21% Some high school 
18% Less than eighth grade 
15% High school 

5% Other 

3% None 


87% Academic high school 
11% Some high school 
2% Uncertain 


65% Important 
95% Important 


85% Not hire 


New York 


Attempt made to determine worker’s aptitude?............ 62% No 

Attempt made to determine worker’s interest and/or tem- 
DECAIDEN GME as AM Ae Pet Sel kk so eee 56% No 

Attempt made to determine worker’s personality?.......... 62% Yes 


Se etetae, cade eee whus each ore 942 Important 
Attempt made to determine worker’s physical capacity? .... 100% Yes 


Hire*workers with police records?*.% 2 2020 i). 56... e05.. 95% Yes 


Te era ee ce ss ata bik ye 95% No 


Hiring Standard Guidelines 


Sex: Male.*® 
Education: Minimum—eighth grade. 
Experience in other jobs: Not essential. 


Experience as orderly: Not essential. 


* State and/or Federal law prohibits discrimination in employment based on sex. 


St. Louis 


54% No 


33% No 
19% Yes 
88% Important 
95% Yes 
69% Yes 


84% Yes 


95% No 


Hiring Standards 


Prefer previous work experience?....... 


How important are references?......... 


How long to train inexperienced worker? 


IRCEOMNS WO MAS ooscucudesésouns soe 


Hiring decision based on ability to perform this job or 


higher job 2a tok oa oe oes A 


IM KevaL NSIS OVeREN, oo og oauadaddoooenn 


Policy on hiring persons under 21....... 


Mianitalistatus) prelenhed neater nenieiet 


Minimum level of education required... . 


Press Feeder 


we) 0) © | 6 6) 016 10 0 6 0 0) 8 816 


* 6 wis © © esha @ e el@ry © 0.6 


a\ ote! ie) 'B)).0919,6),.0 (ea: © © 8) 9 lets: 


Si © 0: 18) © (0 16, '4 9 © \e @: 9) 9 10.16 18 


Aico (6/0/60 ei" e161 lef ieiiei ie! (¢) 01.0" sw °6 


ei +8. (0) @ © sifele, otis) 0 edbelic « je 


Si) .v/ Joi.) 61 lol's) wi se. >n] elves) ome: 


Ce 


Equally qualified in all respects except education, prefer.... 


Si (a) folcejuswie 1a16f 610) e's) 9) eee ie 


New York 
53% Yes 
82% Yes 
51% Important 
1.2 weeks 
16 weeks 


Poor work history 

Inexperience 

Poor impression in 
interview 


13% No 


89% This job 


93% Men 
7% Women 


38% No difference 
23% 22 to 30 
23%,.19 to: 21 
16% 30 to 45 


75% Favorable 


62% No difference 
33% Married 
5% Single 


32% Some high school 
27% Less than eighth grade 
17% Eighth grade 

12% None 

6% High school 

6% Other 


41% Some high school 

23% Vocational high 
school 

22% Uncertain 

8% Academic high school 

6% Less than eighth grade 


78% Unimportant 


St. Louis 
75% Yes 
91% Yes 
89% Important 
4.8 weeks 
20 weeks 


Poor work history 
Lack of aptitude for job 
Lack of interest in job 


90% No 


56% This job 


91% Men 
5% Women 
4% No difference 


51% 22 to 30 
34% 30 to 45 

8% 19 to 21 

7% No difference 


53% Favorable 


68% Married 
28% No difference 
47, Single 


49% Eighth grade 

19% High school 

16% Less than eighth grade 
12% Some high school 

4% Other 


30% Some high school 

27% Academic high school 

24% Vocational high 
school 

9% Some college 

6% Less than eighth grade 

4% Other 


47% Unimportant 


See ee eee 


Attempt made to determine worker’s aptitude? 


©) 6) 1056 0: e) = e0 0 n e 


Attempt made to determine worker’s interest and/or tem- 
Netament seer ot we ainis oe Deri ae ees 


Hiring Standard Guidelines 


Sex: Male.® 

Age: No preference. 

Education: Minimum level—eighth grade. 
Experience in other jobs: Not essential. 


Experience as press feeder: Not essential. 


New York 
55% Important 


78% Not hire 
88% No 


99% No 
599% No 
67% Unimportant 
71% Yes 
91% Yes 


88% Yes 


94% No 


* State and/or Federal law prohibits discrimination in employment based on sex. 


Zi 


St. Louis 


97% Important 


63% Not hire 
18% No 


21% No 
27% No 
12% Unimportant 
80% Yes 
66% Yes 


96% Yes 


96% No 


Production-Machine Operator 


Hiring Standards 


Prefer previous work experience?............0eeeeeeeees 
How important are TELETENCES CN Ie He ce iene a ae eo 
How long to train experienced worker?...............0.. 
How long to train inexperienced worker?................. 


IReaSOns tOsrejeCtc ec weiss eter ee ee aio cossy ee rane arelrepetielieust ate 


Policvaon hiring spersOnSsUT Ue ta7 lee eer er eters 
Maritalestatus’prelerred saan aoe inaction tenn ae 


Minimum level of education required..............+e+e0e- 


Equally qualified in all respects except education, prefer... . 


Attempt made to determine worker’s aptitude?............ 


28 


New York 
92% Yes 
91% Yes 
73% Unimportant 
2.6 weeks 
29 weeks 


Attitude 
Poor work history 


Insufficient response 


95% This job 


96% Men 
4% Women 


58% 30 to 45 

22% No difference 
15% 22 to 30 

5% 19 to 21 


72% Favorable 
85% Married 


78% None 

13% Some high school 
2% High school 

7% Other 


58% Vocational high 
school 

23% Uncertain 

11% Read and write 

6% Some high school 

2% Academic high school 


77% Unimportant 
58% Important 


49% Not hire 
11% Yes 


St. Louis 
100% Yes 
100% Yes 
96% Unimportant 
2.9 weeks 
14 weeks 


Poor work history 
Attitude 


92% No 


13% This job 


90% Men 
10% No difference 


62% 30 to 45 
28% 22 to 30 
10% 19 to 21 


18% Favorable 
86% Married 


49% Less than eighth grade 
38% Eighth grade 

7% Some high school 

6% High school 


39% Vocational high 
school 

29% Less than eighth grade 

22% Some high school 

4% Read and write 

3% Academic high schoo] 

3% Other 


70% Unimportant 
93% Important 


24% Not hire 
100% Yes 


New York 


Attempt made to determine worker's interest and/or tem- 


DetAlGenl Wemte ene ee ora. So .8 i, le be eee 66% Yes 
Attempt made to determine worker’s personality?.......... 5% Yes 
PIOwmmDOL AnuiIscaDNeaTance’ «6: .- ss. osc. ences cccan. 15% Important 
Attempt made to determine worker’s physical capacity?..... 43% Yes 
Hire workers with police records?...............c0ceccee, 58% Yes 


Hiring Standard Guidelines 
Sex: Male.? 

Age: No preference. 

Education: Minimum level—eighth grade. 
Experience in other jobs: Not essential. 


Experience as production-machine operator: Not essential. 


"State and/or Federal law prohibits discrimination in employment based on sex. 


Poe) 


St. Louis 


100% Yes 
100% Yes 
94% Important 
100% Yes 

80% Yes 


971% Yes 


16% No 


Salesperson, Parts 


Hiring Standards 


Prefer previous work experience? .............000eeeeeeee 


Howumportant are relerences* .tis= 2 ns eae ee ae 


How long to train inexperienced worker? ................ 


REASONS*tO TE JECt eras cts ere ere ene sian enol crenereteer ais) emcee Remeicn senate 


Hiring decision based on ability to perform this job or 
higher job Gennes Series Cee ean oer Tem uan 


MIEN! Versus: WOMErIery Re ater ee eeieveeac ci ncaenene tare caete erenene ont 


Ae PFOUP Preferred seecess ieee ey erste Pelee nous) shes aeons is 


Rolicyony ninin sg; persOn Sin dele leer ee eee 


Marital’status:preterted sas mmr reer reer rare te 


Minimum level of education required................-+.-- 


Equally qualified in all respects except education, prefer.... 


New York’ 
7 firms Yes 
12 firms Yes 
10 firms Important 
20 weeks 
27 weeks 


Poor attitude 

Inability to communicate 

Inability to pass physical 
exam 


Insufficient response 


9 firms This job 


11 firms Men 
2 firms No difference 


8 firms No difference 
3 firms 30 to 45 
2 firms 46 to 64 


9 firms Favorable 


8 firms No difference 
5 firms Married 


4 firms Some high school 

3 firms Less than eighth 
grade 

3 firms High school 

2 firms None 

1 firm Other 


4 firms Academic high 
school 

3 firms College degree 

2 firms Some high school 

2 firms Other 

1 firm Some college 

1 firm Less than eighth 
grade 


St. Louis 
71% No 
84% Yes 
75% Important 
8.5 weeks 
33 weeks 


Poor work history 
Evidence of dishonesty 
Lack of aptitude for work 


71% No 


52% This job 
100% Men 


56% 22 to 30 
28% 30 to 45 

8% 46 to 64 

8% No difference 


30% Favorable 


59% Married 
41% No difference 


44% High school 

32% Some high school 
8% None 

8% Other 

4% Some college 

4% Eighth grade 


38% Academic high school 
34% Vocational high school 
14% Some high school 
10% Some college 

4% College degree 


8 The data reported here represent a sample size of 13 establishments, and thus no generalizations should be made. Accordingly, the data 
are presented where appropriate in terms of number of establishments rather than percentages. 


30 


Peat eM MG aa Ohi) eile ie eS! ie: Ose (o, \a. esis, Sa uGiie 6 


Attempt made to determine worker’s aptitude? 


OL tele: Sele 916: ¢.\01 616 


Attempt made to determine worker’s interest and/or tem- 
DEraUsel Ceeert We en esc  , .  Pa ee. 


Hiring Standard Guidelines 


Sex: Male.°® 

Age: No preference. 

Education: Minimum level—ssome high school. 
Experience in other jobs: Not essential. 


Experience as salesperson, parts: Not essential. 


New York 


7 firms Important 


13 firms Important 


13 firms Not hire 
13 firms Yes 


13 firms Yes 

13 firms Yes 

10 firms Important 
13 firms Yes 

9 firms No 


12 firms Yes 


13 firms No 


* State and/or Federal law prohibits discrimination in employment based on sex. 


sy | 


St. Louis 


80% Important 
100% Important 


96% Not hire 
79% Yes 


711% Yes 
92% Yes 
96% Important 
16% Yes 
67% No 


100% Yes 


60% No 


Shipping and Receiving Clerk 


Hiring Standards 


Hite: inexperienced 2t4. 0 guts vs Wee 2 cen Schau Beate ee eres 3 


How important are references! <I ONE BES cc 


How long to train inexperienced worker?................. 


INGCASONSstOsrejeCl memantine once Tn teyee o) ctate eee ey uate sae e loan eel 


Tests for screening 


o: Si:s, 1s) 101 (p, oe te a 6 6 (0) (6 leila’ (se! o (el oleae ele ig| @ eer 9.10 .liglie © 


Hiring decision based on ability to perform this job or 
HIShecN CD Geren: Wenn, Sr sear ee Stn ee Sore oat a 


INA Reval SEARS ie) 16a bliin, seouccolo SI Ge arom: GIOIE Ala Gig. Oo SIERO che contort 


POMlteAy Chal louise prSAOS Waele Hil, sho coonsacsdocucasudor 


AUT LieM SiH ONKETEMUNG!. sc o oo oso Gomeadaoeseeonobusaoaun 


Minimum level of education required...............-.cs:: 


Equally qualified in all respects except education, prefer... . 


New York 
87% Yes 
18% Yes 
63% Important 
2.7 weeks 
12 weeks 


Poor or unclean 
appearance 

Poor attitude 

Poor work history 


58% No 


73% This job 


82% Men 
18% No difference 


46% No difference 
27% 22 to 30 

19% 30 to 45 

4% 46 to 64 

4% 19 to 21 


81% Favorable 


52% No difference 
48% Married 


43% Some high school 
31% None 

9% Less than eighth grade 
9% Other 

4% High school 

4% Eighth grade 


38% Some high school 

19% Academic high school 

15% Uncertain 

14% Less than eighth grade 

10% Vocational high 
school 

4% Some college 


52% Unimportant 


100% Important 


St. Louis 
64% Yes 
85% Yes 
69% Important 
7.5 weeks 
18 weeks 


Poor work history 
Lack of experience 
No apparent potential 


88:'% No 


69% This job 


96% Men 
4% No difference 


42% 22 to 30 
42% 30 to 45 
12% No difference 
4% 46 to 64 


30% Favorable 


60% Married 
40% No difference 


52% High school 

29% Some high school 
15% Eighth grade 

4% Less than eighth grade 


67% Academic high school 

11% Vocational high 
school 

8% Some high school 

5% Some college 

5% Other 

4% Read and write 


21% Unimportant 


100% Important 


New York 


If worker is unable to complete application form, how does 


thistailece decision tONilesa..2 7 6. sake ee cca. 99% Not hire 
Attempt made to determine worker’s aptitude?............ 92% Yes 
Attempt made to determine worker’s interest and /or tem- 

Delaient (ene tener tae eet ee hee 96% Yes 
Attempt made to determine worker's personality?.......... 100% Yes 
Howrzimportant 1s appearances. sk. a. oo sk cece oo kk. 83% Important 
Attempt made to determine worker’s physical capacity?..... 100% Yes 
Hire workers with police records? ..................c0000. 59% No 


Hiring Standard Guidelines 

Sex: Male.1° 

Age: No preference. 

Education: Minimum level—eighth grade. 
Experience in other jobs: Not essential. 


Experience as shipping and receiving clerk: Not essential. 


© State and/or Federal law prohibits discrimination in employment based on sex. 


St. Louis 


89% Not hire 
73% Yes 


73% Yes 

716% Yes 

89% Important 
96% Yes 

52% No 


87% Yes 


715% No 


Wireworker 


Hiring Standards 


Prefer previous workiexpeniences. .ass Geta e cen 


How important are retcrencess s.....002..4050- eee eae 


How long to train inexperienced worker?................. 


Reasons Comrejectin amas ann ite eee eee Oe ot a ene ee 


Hiring decision based on ability to perform this job or 
Ghee JOD aaa ak. Wee een me eee ea yh centro 


NIGNEVEESUSAWOMIET Mae ee cree ran ea ee oe 


Policycon biting persons: in der 2 ieee aa. eis eee 


Maritalsstatus:preterted sor aa eee ere eee eerie rae 


Minimum level of education required..................... 


Equally qualified in all respects except education, prefer... . 


New York 
100% Yes 
66% Yes 
68% Unimportant 
3.0 weeks 
8.4 weeks 


Attitude 
Physical defects 
Poor work history 


83% No 


94% This job 


79% Women 
21% Men 


69% No difference 
11% 46 to 64 

10% 22 to 30 

6% 30 to 45 

4% 19 to 21 


60% Favorable 


51% No difference 
49% Married 


74% None 

10% Less than eighth grade 
6% Some high school 

5% Other 

5% Eighth grade 


39% Uncertain 
39% Less than eighth grade 
16% Some high school 
5% Vocational high 
school 
1% College degree 


99% Unimportant 
56% Important 


St. Louis 
100% Yes 
42% Yes 
96% Important 
2.5 weeks 
10 weeks 


Poor record 
No aptitude 


96% No 


73% This job 


36% Women 
25% Men 
39% No difference 


54% 30 to 45 

23% 22 to 30 

15% No difference 
4% 46 to 64 

4% 19 to 21 


15% Favorable 


74% Married 
26% No difference 


62% Eighth grade 

23% Less than eighth grade 
8% High school 

7% None 


43% Vocational high 
school 

30% Some high school 

19% Academic high school 

4% Less than eighth grade 

4% Other 


41% Unimportant 
92% Important 


New York 


If worker is unable to complete application form, how does 
PNA eure ght gi ROC RRA ois gO MRT 79% Not hire 


Attempt made to determine worker’s aptitude?............ 100% Yes 
Attempt made to determine worker’s interest and/or tem- 

TSE TISE iae S OR ye nena a or 86% Yes 
Attempt made to determine worker’s personality?.......... 100% Yes 
Howsniportantus:appearancess «ve dsse ccs oucasse sees cis 50% Important 
Attempt made to determine worker’s physical capacity?..... 95% Yes 
Eire workers with police records?)..«...- +e cask cen: os 10% Yes 


decision to hiretuer aches keke ease. one ene Sees 3 61% Yes 


DG (R AAs eee an Oe, we ie Ba ee 100% No 


Hiring Standard Guidelines 


Sex: No preference. 

Age: No preference. 

Education: Minimum level—eighth grade. 
Experience in other jobs: Not essential. 


Experience as wireworker: Not essential. 
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St. Louis 


42% Not hire 
81% Yes 


89% Yes 
89% Yes 
85% Important 
92% Yes 
89% Yes 


92% Yes 


96% No 
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if you're interested in jobs. 
you ’reinterestedin 


Manpower 


Pee 


oF ee gee 
moe 


fee Useor | 
Superintendent | : 


“of Documents | 
Enclosed : : 
To be mailed 


-, Refund . 
-, Coupon refund . 


+ 


. years. ($7.50 a year 


-.. Subscription . 


later. 


‘al 65 cents ai 


ine, 


. 


Government Printing Office, Washington, D.C. 20402 


‘issue of MANPOWER Magaz 


8: Superintendent of Documents, 


Mail Order Form 


You can keep informed on the Nation’s 
manpower needs, problems, and policies 
through MANPOWER, the official monthly 
magazine of the Department of Labor’s 
Manpower Administration, which 
administers 80 percent of the manpower 
programs funded by the Federal 


Government. MANPOWER is designed for 
officials in industry, labor, and government 
who want authoritative, readable information 
on what is being done about employment 
and why, where, how, and for whom it is 
being done. 


To subscribe to MANPOWER use the coupon 
above. 


U. S. GOVERNMENT PRINTING OFFICE : 1970 O - 397-401 
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WHERE TO GET MORE INFORMATION 


For more information on manpower programs and service in your area, contact your local employment 
service office or the nearest office of the Regional Manpower Administrator at the address below; 


Location States Served 


John F. Kennedy Fed. Bldg. 
Boston, Mass. 02203 
Area Code 617, 223-6440 


341 Ninth Avenue 


Connecticut 
Maine 
Massachusetts 


New Jersey 


New Hampshire 
Rhode Island 
Vermont 


Puerto Rico 


New York, N.Y. 10001 New York Virgin Islands 
Area Code 212, 971-5445 

5000 Wissahickon Avenue Delaware Virginia 

Philadelphia, Pa. 19144 Maryland West Virginia 
Area Code 215, 438-5200 Pennsylvania 


D.C. Manpower Administrator 

14th and E Streets, N.W. 

Washington, D.C. 20004 
Area Code 202, 629-3663 


District of Columbia 


1371 Peachtree Street, N.E. Alabama Mississippi 
Atlanta, Ga. 30309 Florida North Carolina 
Area Code 404, 526-5411 Georgia South Carolina 
Kentucky Tennessee 

219 South Dearborn Street Illinois Minnesota 
Chicago, Ill, 60604 Indiana Ohio 

Area Code 312, 353-4258 Michigan Wisconsin 
911 Walnut Street Iowa Missouri 
Kansas City, Mo. 64106 Kansas Nebraska 

Area Code 816, 374-3796 
411 North Akard Street Arkansas Oklahoma 
Dallas, Tex. 75201 Louisiana Texas 


Area Code 214, 749-2721 


New Mexico 


New Custom House Colorado South Dakota 
19th and Stout Streets Montana Utah 
Denver, Colo. 80202 North Dakota Wyoming 


Area Code 303, 297-3091 
(Area Office) 


450 Golden Gate Avenue Arizona American Samoa 
San Francisco, Calif. 94102 California Guam 
Area Code 415, 556-7414 Hawaii Trust Territories 
Nevada 
Smith Tower Building Alaska Oregon 
Seattle, Wash. 98104 Idaho Washington 


Area Code 206, 583-7700 


U.S. DEPARTMENT OF LABOR 


MANPOWER ADMINISTRATION 
WASHINGTON, D. C. 20210 


OFFICIAL BUSINESS 
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